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PREGENT FUNCTIONS

nea/ Apwan/ SUPPLY SECTION

(Quoted from HEA CIA Bulletin No. 25, dated 16 Sept. 1952)

25X1A

REA/CIA BULIETIN[ |

SUBJECT: Administrative Support for the NBA Division

1. Effective this dabe «~-,

2e ===, These Bections will perform the following dubies in
close coordinsticon with the appropriste couwtry and steff branches:

s. Fergonnel Section =--~.

. Bupply and Services Section will be responsible for the
asccomplishment of all actions necessary to provide supplies
and services for personnel and acbivities within the HEA
Division's regponsibility to include:

(1)
2)
(3}
)
(s}
(6)
8¢
8)
(9)

Procurenent of supplies snd equipment
Office space and service

Automobiles {official and quesi-pevsonsl)
Parking faclllties

Shipping snd trensportation

Real estate procurement

Haintenance

Physical security

Misecellaneous seyrvices

e. Budgel and Finance Section -«-~.

3Q hakadead™

h’o -

25X1A fal

Chiel
Division of Hear
Fast and Africa
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mation

# It is unferstood that this function has since been transferred from the
Supply Sectlom.

Lo RaEl
»uority informaiion
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PROPOSED FURCTIONS

upA/ ADMIN/ SUPPLY SECTION

Major Functlons:

1. Reviews prograung and assists in development of projeet logistical
aunexes, other plans snd documents concerning the logistical aspects of
Division activities, and smendments thereto, to assure, through coordimstion with
the Logistics Office, TSS, Comamo., Medical Office and other techuical cowponents,
that requirements are within svalleble resources end foreseesble capabilities,
and obtains Loglstics Office and other concurrences vwhere appropriate.

2. Provides specialized advice and assigtance, to division cowpounents
in the preparstion and processing of logistical compilations and tebulations,
using the advice and assistance of Loglstics Office, TS58, Commo., Medieal
Office and the Senior Staffs as necessary in this regard.

3. Coordinates with Logistlics Offlece to assure sdeqguate and hinely
supply of materiel, inecluding requirements for real estate and vehicles, for
the field operational activities within the division's area of responsibility.

h. Receives and reviews supply requests from the field and coordinates,
where necessary, with other Apency compopents having operstional interest
therein.

5. Prepares formal requests for supplies and equlpment, with appropriate
shipping instruetions, and forwards to lLogistics Office for seciion.

G. Coordinates division complisnce with authorized requests from the
Logistics Office for logistiecal tabulations, forecasts, inventories and
reports, and prepares consolidetions where necessary.

7. Reviews division T/E's and A'S allowance and consumption factors,
stock level requirements, ete., for adeguacy.

8. HMaintains lisison on behalf of the division with other DD/P and
Agency components on logistlcal matterec of eOmaOn concern.

9. Coordlvates the selection of loglstical type personnel for assignment
to division headguarters aud the field establishnent.
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Security Information

AUTHORIZED T/0

NEs/ Ames/ SUPPLY SECTION

BE-8). Bupply Officer {Chief) G8 2001 1%  Note 1
BE~82 SBupply Officer GS 2001 12
HE-83 Supply Officer 68 2001 9
HB-84  Administrative Officer G8 301 7
-85 Supply Clerk-Steno GS 2001 5 THate 2

Hote 1. Although the latest revision of the T/0 reflects this position as
a GS-1%, it is understood that action has been taken to move the
grade to the office of the Chief/Adnin and reduce this position to
& G5-13 - the incumbent is & grade 12.

Hote 2. TIhis position ig vaecant and has been for months. See Tab I for
computetion of manhours expended in the Seetion. The duties of
thie position have been assumed by Position BE-84 snd others.

SECRET

Sacurity Informanen

Approved For Release 2002/06/10 : CIA-RDP61-00423A000100010003-7



Approved For Release 2002/06/10 : CIA-RDP61-00423A000100010003-7
’ SECRET

Security information

JOB_DESCRIPTIONS
NEA/ ADMIN/ SUPPLY SECTION

Position BE-81  Supply Officer (Chief)  GS/2001/Mk:

Under general guldance of the Chief, Administration Staff directs end
is regponsible for providing a supply and services program for the effiecient
acquisition snd control of property, services, real estaie and relsmted
activities for the departmental and field actions of the NEA Division.

Advises the Chief, Administration Staff and other officials on material
and services available through facllities of CIA, other govermmental or
commerciel agencics and the tiwing, vequirements or costs in utilizing
such fasiilties.

Provides for veview of current and in-process reguests for supplies,
equipment and services ln order to deternmiue:

1. B8tatus and current spprovels on projects to determine the ;
appropriate lead time necessary end the neceesary REA Division approvals.

2. Reguirements avellsbility and prdority in the use of funds.

3. Hecessity for and adeguacy of Justifications on actions subject to

STATINTL  CIA and DD/P policy determinatioms | |

STATINTL

25X1C

25X1A

L. Status of supply requests and conbtrols exerclsed over back orders,
changes in logistics requirements, #igdelivery of items, security bazerds ;
ariging during shipment and prior to delivery end other elements affecting |
operational support. !

Provides for juplementation of accountability and controls over field
supply end gervice activity teken under delegated authority pursuant to ‘
regulations of CIA and DU/P staff elements includlng review of Justifications 25X1C
and documentation for adequacy of statements | | i

Provides for review of proposed T/0 EA in order to plan Supply and
Service Bection actions and meet cover or other operations requirenments efficlent-
1y and economicelly.

i
:
!

Through experience in dealing with numercus agenclies supplying equipment
and supplies and the peculiarities involved in the movement and receipt of
material in the area under jurisdiction of the BBA Division advises Division
officials, representatives of staff elements in DD/P, CIA, or cooperating

orgonizations on the necessity for special handling, packing,| |
gsupply and accountsbility for equipment and personsl effects.

e RET

25X1A
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The services and supply prograns require developing and mainteining
eooperative work contacts with officials and workers in a nwwber of organlzatlons
as the congtant verification of schedules calling for work through chaunels to
remote mits of agencies supplylng nmeterisl is the only weans of sssurlng reguired

delivery or the use of alternativel

SECRET

Security Information
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Security Infarmation
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i
i
H
i

Position BE-82 Supply Officer gsfecor/12:

Ho Jjob description availsble for this position.

SECRET

Sacurity Informating
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JOB DESCRIPTIONS

NEA/ ADMIN/ SUPPLY SECTION

Position BE~S83 Supply Officer Gs/2001/9

Currently, under the general supervision of the Chief, Supplies and
Services Unit, REA Divigion, my responsibilities eonsist of the following:

1. An regponsible for the preparetion of &ll requigitions for
supplies and egquipment for NEA Division. In doing this I advise the
operating branches of the WEA Division of the availability of meterial and
assist| | I arrange
for timely delivery of supplies| [to the final destination and
maintain constant follow-up on delivery of such. Furtbher, I coordinate
and Justify requests for supplies, eguipment and services with the
proper suthority.

2. In being responsible for ordering and being accountable officer
for all pericdicals end publications for HEA Division I monitor requests
for siuch from the requesting branches of HEA DPivision. I inform the
requesters of esteblished procedures in furnlshing sueh periodicals and
publications. Further, I follow-up and expedite delivery of the publications
as required.

3. I perform miscellanecus services suchk as the moving of office
equipment, telephones, buszer systems, ete. In doing this I nust maintain
close liaison with the proper servige offices of the Agency. I also
supervise thesze services 1o ensure accuracy in fulfillwent of the request
and must maintein follov-up on the services reguested to ensure their
completion on the required date.

4, I prepare all correspondence necessary in earryingeout the
respongibilities outlined above. The correspondence congists of instruce
tiong to the operating branches of NBEA Division advising them of policies
and procedures to be followed in regard to supplies and equipment, cables
and dispatehes to the field stations concerning accountabllity of property
or requests for equipment, and memoranda to various offices of CIA con-
cerning services, supplies or equipment requested. I also supervise the
writing of this correspondence to ensure accurate details and correct
form.

5. I meke personal contacte with other offices of CIA such as the
Procurement and Supply Office (Stock Control Brasch), Technicel Services
Staff, Trangportation Division, Bullding Services Officer, Building
Maintenance and Utilities Division, RQM/OIS and the CIA Library. These
contacts are necessary to secure the proper services, supplies and equip-
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Security Information

meat for NEA Division.

+ I am responsible for & 888 may cikaned
za . m:x‘a f‘@ﬁmible for such other duties.as may be assigned from

SECRET
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JOB_DESCRIPTIONS

Pogition BE-84

Under the direction of the Chief, Logistics Section, WEA Division,
seyve as the Administrative Assistant for the Segtion,

1. BResponsible for the preparation and routing of outgoing cables,
dispatches snd memoranda for the Logistics Section.

a. Assure that established and current procedures are effected
in the preparation of all correspondence.

b. Assure proper routlog for necessary action, cocrdination
and distrivution of correspondence.

%, Maintsins a Top Secret log and a current dally log for
dispatches and cables.

2. Respensible for reviewing and logging all incoming correspondence
for the Section.

a. Hotifies responsible members of the Section of the deadline
that must be met in snswvering dispatches and cebles.

b. Haintains & current daily log on dispatcbes and cebles.

3. Responsible for reviewing shipping documents.

25X1A &, Examine and review shipping documents to asgure proper content
B it
25X1A |am quant wll |
b. Maintain and adjust Logisties Bection records of all ship-
ments,
¢, HMaintain a followeup systen and inform the Office of
Logistics when cargoes have been received by the field.
25X1A k., Responsible for ordering and belng accountable for all books,
periodicals | | required by NEA Division (Headquarters
and Field}.

a. Monitors and prepares requests for books, periodieals and

e s .
SN

D i D NN FY AT
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Sacurily Information

25X1A

| | to proper units in secordamee with current
procedures and regulstions,

25X1A

b. Maintains & record of all Iibrary snd reguests
from NEA Division. ‘

€. Malntalne & followwup aystem for timely delivery of all
such reguests,

4, Ensures that loen documents and books from CIA Library
are refurned.

5+ Responsible for all Reproduntion reguirements of HEA Divieion.

&. Repelves, monitors and prepares requirements for forwarding
to the pertinent unit,

b. Maintains a log of a1l raﬁro&wﬁm services reguested for
m ﬁiﬁsﬁm. 7

¢, Hadntains & followup systen for timely delivery of these
ents and the expeditious bandling snd delivery of finished

L T

6. Regpopsible for necessery lialson within the Division snd out of
the Division ln ¢onpection with assigned duties.

7. Responsible for sueh other duties 25 may be asslgned by the

SECRET

Security Information
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Security Information

Y Jcb deseription sveilgble for this position.

SECRET

Security information
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|

Vecancies (BE~85) 1
Net on Board I

b Persons x 8 hours x 21 days per month 672

Over~times It has been stated thet overtime
will average as follows, per month:

Position BE-81 Chief 8 hours
Position BE«O2 Supply Officer 16 hours
Position HB-83 Supply Officer 16 hours
Poplition BE-BL Admin. Asst. 16 hours
56

elp: A Sgb. sesigned to thegmom, 25X1A
'bm: maiaauy locgted in the Supply tion, spends

3/% of his time on Supply Section duties plus the

time of transient peresoonel who spent time in the Sec=

tlon -~ estimated to egual the work egquivalent of ome

full time person.

ESTIMATED TOTAL MARHOURS AVAILABIE TO PERPORM
SECTION DUTTES 896

Less time of Seetion persomnel spent ewsy from
Supply Section:

i) &

Averaged to errive at a 'per month' figure
based on ¢aleulation of TDY performed or
planved during the last half of 1953:

1 Man & weeks TDY
1 Man A2 weeks TDY ~ est.
Total 18 weeks
e CRET
;:w.':uriry fnaforraation
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This TDY ie 18 weeks out of the 26 weeks In the

elx month period and egquals approximately one men

out of the Seetion 3/htlsof esch momth or 3/4ths
of 168 bours at m manhours per aversge month,

Bonte: » reguire 20 bours per
mt {80 hours gm« manth of the time of GS-12 grade
wrsm&l

6. Average menhours ap@nt in perforning Supply Section ,
dutles ; ' €96

7. Adminigtretive-general service~housekeeping type
ef dutles performed in the Swpply Sectlion are
sstinated to require the followlng percentage of
the time of the individusls named:

-t y
25X1A gs- 7 207%
(8- 9 35&5

Total tine expended $110%
- Converted to merhours 1)0% egquals | | 185

8. Maxdwours spent on purely logistical matiers E © 53

9. SConverted to persong, this represents roughly
three people reguired to perform the loglstieal
responsibilities of the Supply Seciion and would
tndicate that the T/O should carry three positions
authorizations,

SECRET

ity Informa
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Security Information

Bumbex of Projects, by type, which reguire
the prepavation of a Loglsties Annex,

Number of requisitions per mouth, including
price studles, prepared per nonth,

Line items on sbove « average

Runber of property disposal actions processed
per month.

Humber of Cables and Ddspatches prepared per
Cableg
Dispatches

Marbours per month spent attending weetings
and conferences.

Manhours per month gpent in the review of
proposed regulstory issusnces.

Recurring sud intermittant reports end mane
hours apent on them per month.

Regurring Beports Ho. _ O

Intermittant Reports Uo. Very Sdttle demand
Bunber of ections and manhours expended per month

on general services type sctivities.

Actions Hot Aveileble

SECRET

el il Y i!\F/)i‘ viorhienn
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25=30
2

10

Hanhours
Hanhours

Manhours _185

e
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